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Introduction

This document 1s designed to support self-guided instruction

on the variety of reporting functions implemented with NH
FIRST.

The fundamental actions and navigation required to execute
reporting functions should be familiar to users who have
already attended training on specific processes.
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Production Reports
andard Lawson Reports and
State Customized Reports
generated by DAS/FDM
and posted to the LBI Portal

for agencies to use
(e.g. DTR, SOA)

The State of New Hampshire
NH FIRST

DRAFT
10/2/09

Drill Around Functions
Real time details on spe
transactions & links to detgils
on other transactions

directly related to the specific tran
(e.g. PO & AP)

action

Lawson Reports &

Inquiry Screens
Standard Lawson reports and
screen-based reports
that can be generated by
individixal users within agencies.
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MS Add Ins

Query Wizard
An ad hoc query tool that relfes
on Microsoft Add Ins software
to download data into repoyt format
that can be controlled by ggency users
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Chapter 4

Using the MS Add Ins Query Wizard
to Extract Data from NHFIRST
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What 1s the Query Wizard?

® Allows users to extract data from Lawson into Excel

® Provides users the ability to:

* format data

* set selection criteria
e sort results

e perform calculations

* specify a worksheet for the output
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Why should the Query Wizard be used?

® To define and create custom reports with live data

e To modify data, and then use the Upload Wizard
to load those changes back into Lawson

10/2/2009
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What data 1s available from the Query Wizard?

e Allows users to extract both setup and transaction data
from Lawson forms

* Query any data you seen on the form based on criteria
entered (dates, transaction status, etc.)

e Can provide similar information to what was used
previously with Crystal reporting, the e-info canned
report, and e-info request services

10/2/2009
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How do I get access to the Query
Wizard?

e Submit request form to include security access to
Microsoft Add-Ins — Query Wizard

e Submit request to have Add-Ins installed on your
PC

10/2/2009
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To Log into the Query Wizard

Open a new Excel spreadsheet and click Lawson, then Query Wizard

B3 Microsoft Excel - Book1 FBEX
@] Fle Edit Wew Insert Format Tools | Lawson | Data Window Help ASAP Utiites -8 x
_J ,_3g _é_”j Q|_‘1?;;|* _:;g.jgv 53 Query Wizard |__|_;_gﬂ100% '@!5__2_;1'-_3 _j--}-‘q_l__@_;l

§ Arial -0 ~|B I U 53 Upload Wizard 8 gmsm | By A ,!

L7 - P
A e e e e TR e R T R T M e

1
=
| S |
| 4 |
L5 |

LAWS&@N"

For PROD, the server is

Server |

User |

Password |

U.5. Patent #6.651.055 and ather patents pending.

Copyright @ 2007 Lawson Software, Inc. Al rights reserved.

http://prd.nhfirst.nh.gov
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Querying Data from a Form

On the Welcome tab in the Choose Query Source box, click the Application radio
button, and then click the Next button.

&3 Lawson Query Wizard for Excel, Source = Application Form

1 Choose Query Source:
" Database Tables

Application =
Forms

Excel

Lawson §3
Add-Ins for

Microsoft® Office

Note: The Query
Wizard will default
to database tables,
so be sure to click
the Application
button before
continuing

Cancel ¢ Previous Mest >
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Double click on a Product Line to display the available system codes.

£3 Lawson Query Wizard for Excel, Source = Application Form
= HE S 2

“Welcome Fi8|d$l Calumn Headings] I:riterial Suhtatals] Sart l Folmat] WDIkaDk] Map wizard

Product Lines/Spstern Codes/Files Fields Selected Fields
In the live system, o
the product line %@B
should always be
PROD

Table Prefiz Translation

Frefis: | | Remove Selected Field |

Cancel | < Previous MNext » | |
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Double click on a System Code (i.e. Accounts Payable) to display the available forms

€3 Lawson Query Wizard for Excel, Source = Application Form

= EHa S| 2

welcome FiE|dSl Calumn Headings] Eriteria] Subtntals] Sort l Farmatl Warkbnakl Map tizard

Product Linesz/Svstem Codes/Files Fields Selected Fields

£ AP001, Yendaor Group
L AP00.2, Yendor Group
£ APO0.3, Vendor Clazs
£ AP00.4, Company

£ APO05, Process Leve
£ APO0E, Company Aprp
£ APO0.7, Distribution B
£ AP0, Pay Group
L APO1.2, Pay Group Of
£} APO1.3, Electronic Tre
£ APO1.4, Pay Group Cc
£ APO1.5, Pay Group Se
£ AP021, Reportable In
Y7 ﬁpn? 2 Rennrtahle I}n ¥

%

Table Prefi Tranzlation

Prefis: | [ i Remaove Selected Field J

Cancel J ¢ Previous Mext » | I
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Double-click on the Form (i.e. AP10.1, Vendor) to select it for the query. The fields
associated with the form will be displayed in the Fields area. Key fields automatically
display in the Selected Fields area.

ery Wizard for Excel, Source = Application Form

"Welcome FieIdS] Column Headings] Cliteria] Subtotalsl Sort I Fnlmatl Wolkbook] Map ‘Wizard

Product Lines/Sustem Codes/Files Fieldz Selected Fields
L APDE1, Authorized B # F}g%xgm:gtgmgﬁgﬁg ~ [3WENAENDOR-GROUP
= E : - - 4 EYENAENDOR
Ay 07 s oo F04VENEN-PRIORITY 7 EN VEND DR VNAME

4 APO7.2, This program
& BPO7.3, This program
4 APO7 4, This program
A AP0AT, Distribution Lh
Ak AP09.2, Azset Manage
¥#3 P10.1. Yendor
Ak AP10.2, Vendor Locat
A AP103, One Time Ver
L AP10.4, Cugtomner
£ AP10.5, Wendor, Comg
& AP10.6, Location, Con
a AP10.7, Yendor Appro
L3 AP R Crass Rerder 1Y
| >

Table Prefiz Tranzlation

Prefix: |

f105:WEM-CB-MIMIMUM-8MT
f106:YEN-SEP-CHEFLAG
f107:YEN-SEP-CHE-FLAG
f108:vEN-CE-HOLD-CODE
f103:¥EN-ENCLOSLUIRE
f110:¥EN-EMCLOSURE
f111:VEM-MATCH-TABLE

11 3WEN-MASCIMV-AMT
f114:vEN-RULE-GROUP
f115:¥EN-FRIME-RATE
fI1EVEN-DISC-CALC-DATE
f117YEN-INCOME AwWH-FLG
f118:YEN-INCOME “%/H-FLG
fI13VEN-FLOAT-DAYS
fl2ATTRIB-ESIST
f120:YENAALIDATE-PO
f121:VENWALIDATE-PO b

Select All Fields

[23WENAYEN-CLASS

_HSMLO-LOCATION-CODE
“f34:WDR-4DDR1

Femove Selected Field |

Cancel |

< Previous

Mest » |
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If you need to determine which fields to select, open the Lawson Portal and go to the
form where the field exists. Click cursor on the field in a form and press the CTRL +
Shift + O keys on the keyboard to display the coding for that field.

LAWS@N Vendor (AP10.1)

Vendor Group [uH (2|

Vendor 153841 @ 1 Stop Electronics Center

State of Mew Hampshire

PO Vendor

| Attributes | | Vendor Bank

Customer | | Approval |

Locations |

Main ] Contact | Defaults |

Options

| Returns | User Fields | P-cards |

Vendor Class
Process Group
Tax ID

Pay Vendor

Purchasing/AP Vendors

[FOR B
frone "4

[11-3529485 [ Mult Pay Ven

| | Xref Vendors

| 153841 Y

1 Stop Electronics Centar

— Address
Effective Date

Address 1

Address 2

I Address 3
Address 4

City or Address 5
State or Province
Counby

Country

Region

Ll | MNew Address

]1 Stop Camera & Electranics

]1 100 Coney Island Ave

|

|

|Brooklyn

MY Postal Code r11230—
|

4

[ 7

TIP: Match this code (f7) to the
one on the field selection screen

Field Name
/ to find it more quickly
15

VEN-VENDOR-VMNAME | Id=_f7 | KNb=03D | Type—text | Size=30 | Name—form

Table Prefix
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Select the fields for the query by double-clicking or dragging the field to the Selected
Fields column. To remove a field from the Selected Fields column, select it and click the
Remove Selected Field button below.

Selected Fields

_fdJBC-COMPANY ~ _fJBC-COMPAMY _fEVENAENDOR
_f4JBC-EXP-2CCOUNT _fEJBC-JOB-CODE _FFVENAENDORAMARE
_faTJBC-EXP-SUB-ACCT _A4JCL-DESCRIPTION _AENMLO-LOCATION-CODE
_fd2GLM-DESCRIPTION _f&JBC-EFFECTIVE-DATE _fZAIVENAVEMN-CLASS
_f43JBC-TIPPED _[BJBCAC-CLASS _f34VDR-ADDRT
f44:BC-TIFPED _BRJBC-EED-CAT
fa5:. BCAC-CLASS
_fa4EMWCC-DESC
_fAFJBC-CAWT-CLASS
_fagwCC-CA-DESC

f5:PRS-MHAME

fB5.JBC-EEQ-CAT
fAEJBC-EEQ-CAT
e JBC-EEO-SUB-CODE 2

_[AEJBC-HIGH-ED-CAT
_BJBC-HIGH-ED-CAT
_feJBC-IOB-CODE . . ..
{60 JBC-HIGH-ED-SUBCAT Note.‘ There is a limit of
_IB1JBC-ACADEMIC-RAME 100 fields to select

_IBZJBC-ACADEMIC-RAME 25

Remove Selected Field

To change the order in which the fields appear, click to select
a field name and then click in the position where the field

should appear. Click the Next button when finished. 16
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To change the column headings that display in your query results, double-click the Field
name that should be changed and the New Heading field appears with the existing field
name. Enter the new field name and click OK.

&3 Lawson Query Wizard for Excel, Source = Application Form

Welcome] Figld:  Column Headings ] Eliteria] Subtotals] Sort ] Format] Wolkbook] M ap 'wizard I

Column Headings

I Include Column Headings
[3VENVENDOR-GROUP inWaorksheet

FPVENVENDOR-YMNAME

_AEVLO-LOCATION-CODE
_[23VENVEN-CLASS
_f34:vDR-4DDR1

Mew Heading
|Vend0d
Cancel | Ok |
Cancel < Previous Mext » Finigh

Optionally, you can choose to not include column headings
in your worksheet by unchecking the check box above.
When finished, click the Next button. 17
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To narrow the results in your query to a certain vendor class, for example, use the criteria
tab. In the Set Key Field Values area, enter the vendor class (EMP for employees) in the
value field. Only employee vendors will be returned in the query.

£3 Lawson Query Wizard for, Excel, Source = Application Form

Welcome] Fields] Calumn Headings ~ Criteria lSuhtotals] Sort ] Format] Workbook] Map Wizard ]

Set Key Field Yalues
Clear Key Walues

_ Field | VYalue -
Mammutm # tof records FIWENYENDOR-GRC
& retmn FEVENYENDOR

EhE FPVENVENDORAVNG E

ASYLO-LOCATION-CI

Set Field Filter Walues
| Clear Filter Values

Field Walue
fEWENNENDOR-GRC
fEWENAENDOR
FEWENNYENDORAYNA
fEYLO-LOCATION-CI
f2IVENAEN-CLASS
f34DR-2DDR1

Application S ettings

Cancel < Previous Mext > Finish

Optionally, in the Maximum # of records to return field,
enter a sufficient value. The system defaults to 10. The
maximum is 65,520. Click the Next button.
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On the Subtotals tab, you may choose to use subtotals in your query. From the At each
change in: drop-down list, select the record at which Excel is to calculate a subtotal.
From the Use function: drop-down list, select the operation that Excel is to perform. In
the Add subtotal to: list, select the field that the calculations to be performed on.

&3 Lawson Query Wizard for Excel, Source = Application Form

Welcome] Fields] Calurnn Headings] Criteria ~ Subtotals ] Sart ] Format] Workbook] Map Wizard

Subtatals
At each change in:
|Vendor M ame ﬂ
Use functiorn:
| Count ﬂ
Add subtotal ta:
_fIVENVENDOR-GROUP ~

Vendor Name

_fEVENAENDORAYNAME v

v Replace curent subtatals
I” Page break between groups
v Summary below data

Cancel < Previous Mext » Finizh

Note: This option may slow the query processing when processing for large
amounts of data and may be completed in Excel after the query is completed.
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You can also sort your query based on up to 3 different fields. Choose whether to view
the data in ascending or descending order.

ery Wizard for. Excel, Source = Application Form
= EHE S

Welcome] Fields] Calurin Headings] Eriteria] Subtatalz  Sort lFormatl Workbnok] Map YWizard

Sart
Sart By
i Azcending
" Descending
Then By
* Azcending
=l
™~ Descending
Then By

j * Azcending
7 Descending

Clear Sort

Cancel < Previous Mext » Firish
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The query wizard also provides a formatting function, if desired. While this option is not
often used in basic querying, it is possible to choose a title for the worksheet and set up
the format for the worksheet. All of the standard Excel formatting options are available.

£3 Lawson Query Wizard for, Excel, Source = Application Form

Welcome] Fields] Colurnn Headings] Eliteria] Subtotals] Sort  Fomnat lWorkbook] Map Wizard

Format ‘Warksheet Title

Table Format:

iew Formats

Formats ta Apply:
[+ Mumber
[+ Fant
v Alignment
[+ Border
[V Patterns
[ idth/Height

Cancel < Previous Mext >

Finish

Processing completed

21
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Select the Workbook tab. In the Select Output Workbook section, select Load into
Current Workbook to send the data to a current, open workbook, this is the default.
You can also define the Starting Position for the data in a worksheet. Select the Clear
Worksheet Before Send checkbox to clear the contents of the sheet before querying the
data.

£% Lawson Query Wizard for Excel, Source = Application Form

= EH S 2
l tap wizard ]
Select Output *Warkbook Select Starting Position in % orksheet
f+ Load into Current Waorkbook Shest |Sheet1 j
" Load into Saved Woaorkbook Col |A ﬂ Raw: |1

I Clear ‘\Worksheet Before Send

t ail Merge Output Option

[~ Save Output For kail Merge

Cancel < Previous Mest » Finizh

22



The State of New Hampshire

NH FIRST Project DRAFT

Microsoft Add-Ins Query Wizard
y 10/2/09

Before executing the query, click the double green and yellow arrows. = and verify the
retrieval time-out period. Not having enough time allotted may be a factor in receiving
incomplete data. Consider setting up the value to 300 seconds or so and verify this
allows enough time to capture the full amount of data. Then, click Finish. Your query
results will populate in your workbook and the Query Wizard will be minimized.

w. USER PREFERENCES X

RETRIEVAL TIME-OUT VALUE

D ata Response Timeout (in seconds]  [gQ

Cancel/E =it Save Preferences

Important: The query will overwrite anything in the current Excel
spreadsheet. It is recommended that you save your work and close any
other spreadsheets that are open on your PC.

23
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To save your query for future use, click the Save ® jcon. Name your query and save to
the desired location. To reopen a query at a later time, you must first open the query
wizard, then use the folder icon Zto open your query.

€3 Law-on 53 Query Wizard for Excel, Source = Database Tables EIEX
e S| 2
%Ei Fieldsi Calurnin Headingsi Erileria] Subtnlals! Sort ] Fnrmatl Workbnnkl Map *fizard
i~ Chooze Query Source:
b f* Databaze Tables
S3 Query o
g " Application
Wizard for
Excel
Lawson 53
Add-Ins for
Microsoft® Office
Cancel
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